State of California Business, Transportation and Housing Agency

Memorandum

Date: December 29, 2008
To: Assistant Commissioner, Staff
From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Planning and Analysis Division
File No.: 050.9637.14720
Subject: COMPLETION OF COMMAND INSPECTION PROGRAM MANUAL,

CHAPTERS 3 AND 4.

As directed by the Office of Inspections in a Comm-Net dated September 22, 2008, all
commands were requested to completed a command level inspection of Chapter 3, Procurement
and X-Numbered Program and Chapter 4, Fiscal Controls, in accordance with Highway Patrol
Manual 22.1, Command Inspection Program Manual, by December 31, 2008. Planning and
Analysis Division (PAD) is requesting an exemption from completing a Chapter 4-Fiscal
Controls audit as it does not pertain to PAD as a command. PAD does not maintain a petty cash
fund, nor do we collect transmittal funds.

Planning and Analysis Division, Research and Planning Section and Special Projects Sections
completed their inspections utilizing the Command Inspection Program Inspection Checklist.

The inspections revealed minor issues that were addressed and documented on the Command
Inspection Program Exceptions Document.

Issues discovered during the inspections have been discussed during weekly staff meetings and
each section has implemented measures to prevent similar occurrences in the future. The

attached Exceptions Documents outline the Inspector’s Findings and any corrective action taken
to improve efficiency and minimize discrepancies.

If you have any questions, or require further information, please do not hesitate to contact me or
Lieutenant Kari Clark at (916) 657-4098.

J. E. Mc LAUGHLIN, Chief

Attachments

Safety, Service, and Security
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:

COMMAND INSPECTION PROGRAM i'ar‘ln".‘g S.”‘.’. Z'a"l"".‘g S.”‘.’. 050

INSPECTION CHECKLIST E\Z?UZZ?W!WSDn nalysis Division —

Chapter 3, Command Procurements Kari Clark 12/29/2008

X-Number Program Assisted by: Date:
Jennifer Howard 12/29/2008

INSTRUCTIONS: Answer individual items with “Yes” or “"No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

[] Division Level X] Command Level
[] Executive Office Level [] Voluntary Self-Inspection
FO"OW—Up Required: [[] Follow-up Inspection Commander's Signature: Date:

[1Yes <] No

For applicable policy, refer to: HPM 11.1, Chapter 23

1. Are muitiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit?

Cyes | XINo

CIN/A

Remarks:

2. Does all X Number file documentation contain the
STD. 204 Payee Data Record?

X vYes | [JNo

[1N/A

Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approval from the Business
Services Section commander?

X Yes | []No

LIN/A

Remarks:

4. Are X Number requests made prior to the date the
services are performed?

X Yes | []No

LIN/A

Remarks:

5. Are X Numbers issued for a one-time use?

M Yes | [[1No

CIN/A

Remarks:

6. Are prohibited services performed using an X
Number?

CdYes | XINo

LIN/A

Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity?

X Yes | [JNo

CIN/A

Remarks:

8. Are X Numbers issued for telecommunications
related services pre-approved by
Telecommunications Section?

X Yes | [No

CIN/A

Remarks:

9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000
have prior approval from Facilities Section?

K Yes | [JNo

LIN/A

Remarks:

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

X Yes | [JNo

CINA

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program
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11. Do all X Numbers awarded to a non-small business

Remarks: One purchase was made

vendor contain three price quotations? [JYes | XINo |[INA with approval from the GHP Help
Desk to use Golden Business
Systems for a small repair.
12. Do all X Numbers awarded to a small business _ ]
vendor contain the small business certification from | [JYes | XINo | [JN/A 5:’5“32‘; vc;i‘t":d:gp?:\fgl‘?fmséﬂ;m
the Department of General Services (DGS)? Help Desk for office machine repairs.
13. Does the file documentation contain the STD. 21 '
Drug Free workplace certification for X Number X Yes | [ONo | [IN/A | Remarks:
vendors?
14. Do emergency service X Numbers document and .
justify the emergency? X Yes | [ONo | [IN/A | Remarks:
15. Is the itemized invoice for each X Number service .
maintained in the command's files? K Yes | [ONo |[JN/A | Remarks:

CHP 680E (Rev. 09-08) OPI 010




Page 10f2

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number
COMMAND INSPECTION PROGRAM Planning and Planning and 050:
Analysis Division | Analysis Division :
INSPECTION CHECKLIST TR o
Chapter 3, Command Procurements Kari Clark 12/29/2008
Cal-Card Program Assisted by: Date:
Jennifer Howard 12/29/2008

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

(] Division Level X] Command Level

] Executive Office Level [ Voluntary Self-Inspection
FoIIow—up Required: O Follow-up Inspection Commander's Signature: Date:
[Yes X No 12/29/2008

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal-

Card program completing the CHP 78S, Conflict of X Yes | [ONo |[IN/A | Remarks:
Interest Statement, Employee, form?
2. Are STD. 21 Drug Free Workplace certifications _ x
maintained within the Cal Card command file for X Yes | [JNo | [JN/A | Remarks:
each vendor utilized?
3. Are STD. 204 Payee Data Record forms maintained Remarks: An onl o is Offi
i 1 emarks: An only exemption is Ice
:.?t i}ir:: c%al Card command file for each vendor X Yes | (ONo | [JNA Dopot which is a contract company.
4. Are California Integrated Waste Management Board Remark
H H "% emarks
Form 74 documents maintained for each vendor CYes | XINo |[INA B isecd yiThleal Bard Rokdenand
utilized? will be attached to future orders.
5. Ifthe vendor is a small business or DVBE is utilized,
is the certification letter from the Department of X Yes | [INo |[JN/A | Remarks
General Services maintained in the file?
6. When fair and reasonable is utilized, is the fair and _
reasonable method documented and properly OYes | [ONo |[XIN/A | Remarks:
justified?
7. Are purchases split into multiple transactions in order .
to circumvent transaction purchase limits? CYes | XINo |[IN/A | Remarks:
8. Does the CHP 317 Cal Card Log fully describe the .
purchase? XYes | (ONo |[JN/A | Remarks:
9. Are bank statements reconciled with the CHP 317 '
Cal Card Log and the receipts/invoices? XYes | [ONo |[JNA |Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program
10. Is the CHP 317 Cal Card Log properly authorized _
and maintained? X Yes | [ONo |[JN/A | Remarks:
11. Are credit invoices/receipts for returned items .
maintained with the bank statement? X Yes | [ONo |[JN/A | Remarks:
12. Do non-itemized purchase receipts/invoices ‘ '
document the purchase by listing the commodity, [IYes | [ONo | XIN/A | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? _
X Yes | [INo | [JN/A | Remarks:
14. Are Cal Card purchases pre-approved by the _
commander? X Yes | [ONo |[JN/A | Remarks:
15. Have all cardholders received training on the .
Department's procurement processes? X Yes | [ONo |[JN/A | Remarks:
16. Are item(s) purchased with the Cal Card prohibited .
by departmental policy? [JYes | XINo |[JN/A | Remarks:
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Command: Division: Numbe
STATE OF CALIFORNIA . !
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Planning and Planning and

COMMAND INSPECTION PROGRAM  [-£relysis Division | Analysis Dvision =

INSPECTION CHECKLIST Kari Clark 12/29/2008
Chapter 3, Command Procurements Assisted by: Date:
Purchases Jennifer Howard 12/29/2008

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Foliow-up -
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:

[C] Division Level X Command Level

[] Executive Office Level ] Voluntary Self-Inspection
FO”OW-Up Required: Commander’s Signature: Date:
[] Yes [1No [] Follow-up Inspection

For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement process at the .
command level familiar with the related policies and | X Yes | [INo | [JN/A | Remarks:
procedures for purchasing?

2. Have Approvers/reviewers of purchases received

procurement training? X Yes | [INo |[JN/A | Remarks:
3. Are prohibited items procured on CHP 43, Purchases .
Requisitions? [JYes | XINo |[IN/A | Remarks:

Supplies for personally — owned equipment
Commodities for personal use

Confirming order

Purchases via the internet

4, Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from X Yes | [ONo |[JN/A | Remarks:
different suppliers or from different statewide
commodity contracts?

5. Is all required information entered on the CHP 43, .
Purchase Requisition? X Yes | [INo | [JN/A | Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each | [X Yes | [JNo | [ N/A
fiscal year (July 1)?

Remarks:

7. Are expedited requests for the purchase of goods .
forwarded to the Assistant Commissioner, Staff, for | XIYes | [JNo | [JN/A | Remarks:
approval?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the _
appropriate Division, and/or OPI approvals? X Yes | [ONo |[JN/A | Remarks:

9. Are the CHP 43, Purchase Requisitions, .
competitively bid? X Yes | [ONo |[N/A | Remarks:

10. Does the CHP 315, Price Comparison Worksheet, .
document at least two price quotations? X Yes | [ONo | [IN/A | Remarks:

11. Are Limited Competitive Bidding purchase requests .
that limit or restrict the purchase to one specific X Yes | [ONo |[JN/A | Remarks:
brand or model justified and in compliance with SAM
35557

12. Are Limited Competitive Bidding purchase requests _
for items that interface with existing departmental X Yes | [ONo | [JN/A | Remarks:
equipment in compliance with SAM 3555.3?

13. Do Non-Competitive Bid (NCB) purchase requests .
contain the NCB justification and NCB Corrective [JYes | [INo | XIN/A | Remarks:
Action Plan documents?

14. Are items checked immediately for content and _
damage when delivered? X Yes | [INo | [JN/A | Remarks:

15. Is the “received copy” of the purchase order .
approved, dated, and forwarded to the Fiscal X Yes | [JNo |[JN/A | Remarks:
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

16. Are freight and/or packing slips attached to the .
received copy of the purchase order and sent to X Yes | [INo | [JN/A | Remarks:
FMS?

17. Is FMS provided a photocopy of the purchase order '
and any approved freight or packing slips as XIYes | [INo | [JN/A | Remarks:
acknowledgement that a portion of the order has
been received?

18. Is the original “received copy” retained by the .
command for completion and forwarding to the FMS Yes | [ONo | [JN/A | Remarks:
when the complete shipment is received?

19. Are Damaged items delivered by common carrier .
acknowledged on the freight bill by the carrier's driver | X Yes | [[JNo | [JN/A Remarks:

before being accepted?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. Is Purchasing Services Unit (PSU) notified .
immediately by telephone, followed in writing either | [ Yes | [INo | [JN/A | Remarks:
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

21. Are open purchase orders periodically reviewed and .
investigated to ensure the orders are not opened for | X Yes | [JNo | [JN/A GLUELER
an unreasonable length of time. (SAM 8422.0)

22. Are copies of the purchase requisitions and purchase .
orders maintained for three years after payment? X Yes | [ONo |[JN/A | Remarks:
(SCM Vol. II, Ch. 11, Topic 4)

23. Are decisions documented to create a paper trail '
documenting the basis of the decisions made forthe | X Yes | [INo | [JN/A REMANE:
purchase? (SCM Vol Il Ch. 2, Topic 11)

24. Are purchase orders split to evade competitive '
bidding requirements or to circumvent the [JYes | XINo | CIN/A | Remarks:

Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number-
INSPECTION PROGRAM Research and Planning and 051
Planning Section Analysis Division
g_hap;ce(*; & trol Evaluated by: Date:
IScal Lontrols Officer Helen Gomez 10-14-08
Assisted by: Date:

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,
the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead Inspector's Signature:
TYPE OF INSPECTION

[] Division Level X Command Level

[] Office of Inspections [] Voluntary Self-Inspection
FO”OW-Up Required: Commander's Signature: Date:
[] Yes < No [] Follow-Up Inspection

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,

Chapter 2.
1. Is management actively involved in reviewing and . b
approving paperwork related to receiving and K Yes | [ONo |[]N/A | Remarks:

preparing collections?

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines X Yes | [INo | [JN/A | Remarks:
for overall management and accountability of
receiving and preparing collections?

3. Does the command have adequate separation of

duties for collections received? X Yes | [ONo [[]N/A | Remarks:

4. Does the command have adequate separation of -
duties for the cash receipt process? XYes | [JNo |[JN/A | Remarks:

5. Is access to the safe and/or vault appropriately
restricted? [Yes | [JNo | XIN/A | Remarks:

6. Does a record exists which identifies who has access

to the safe and/or vault and when changes in access | []Yes | [JNo | [XIN/A | Remarks:
occur?

7. Was the lock combination changed when an excess .
number of employees were aware of the CvYes | CINo | XIN/A | Remarks:

combination, transferred out of the Area, or no longer
requires access?

8. Is the safe securely anchored to the building? .
[JYes | [INo | [XIN/A | Remarks:

9. Are weekly transmittal reports prepared in .
accordance with departmental policy? XlYes | [INo | []N/A | Remarks:

10. Is the weekly transmittal report(s) submitted to Fiscal .
Management Section (FMS) within five working days | [X] Yes | [INo | [JN/A | Remarks:
following the week covered by the report?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter 4
Fiscal Controls

Page 20f3

11. Does the command submit the following forms
with the weekly transmittal when applicable? X Yes | [ONo |[JN/A | Remarks:
(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.
(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464, Traffic Control Cost Estimate
Advance Deposit.
(6) Civil subpoena.
12. Is a memorandum for cash shortages prepared if
necessary? X Yes | [INo | [JN/A | Remarks:
13. Does the command ensure the information written on
the counter receipt is complete and legible? XYes | [ONo |[JN/A | Remarks:
14. Was a counter receipt issued for each witness fee
deposit received? X Yes | [INo | [CIN/A | Remarks:
15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? [(dYes | [INo | [XIN/A | Remarks:
16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries, XK Yes | [JNo |[JN/A | Remarks:
used rotors, and other cash received?
17. s sales tax added to items that are not for resale?
[OYes | I No | [IN/A | Remarks:
18. Are all counter receipts pre-numbered and issued in
numerical sequence? X Yes | [ONo | [JN/A | Remarks:
19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A, [JYes | (ONo | [XIN/A | Remarks:
Credit Memo - Non- Equipment?
20. Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? XK Yes | [JNo |[JN/A | Remarks:
21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00, | X Yes | [ No | CJN/A REMEKS:
quarterly if under $10.00, and on June 30 of each
fiscal year?
22. |s the CHP 264 properly authorized?
X Yes | [ONo | [JN/A | Remarks:
23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and X Yes | [ONo | [IN/A | Remarks:
change funds?
24. |s there documentation to support periodic reviews of
petty cash and change funds performed by the CYes | XINo |[CONA §§é?gan”§?£2§§3mﬁ'£i£3&
commander or designated person? periodic reviews of the petty cash
fund.
25. Are overages and shortages of the petty cash
funds reported to Fiscal Management Section? XvYes | [ONo | [JN/A | Remarks:

CHP 680G (Rev. 09-08) OPI1 010




Page 3of3
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
INSPECTION PROGRAM
Chapter 4
Fiscal Controls
26. Were change funds used to cash checks, money
orders or cashier/travelers checks? [JYes | XINo |[JN/A | Remarks:
27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest [JYes | [JNo |[X N/A | Remarks:
adequate to safeguard cash?
28. Are all petty cash purchases under $507
XYes | [INo |[JN/A | Remarks:
29. Is petty cash used to purchase prohibited items?
[IYes | XINo |[JN/A | Remarks:
30. Did the command circumvent the dollar limitation by
splitting the purchase? OYes | XINo | [JN/A | Remarks:
31. Is a petty cash custodian designated by the
commander? Yes | [ONo | [JN/A | Remarks:
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